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§ DEC 1969
MEMORANDUY. FOR: Executive Director-Comptroller
THROUGH ¢ Deputy Director for Support
SUBJECT : Quarterly Report -- July through September 1969

1. This report is for your information only.

2. The review and purge of records from the Records Center continued
in each Directorate. During this reporting period 5,213 cuble feet of
material was purged. Records Center disposals exceeded accessions during
the quarter by 369 feet. The individual participation in the purge follouws:
DCI area, 16 feet; DDI, 3,535 feet; DDP, 2Ul feet; DDS, 64l feet; DDSET,

55 feet; and the Records Center, 722 feet. Since the purge began in July
1968, a totel of 23,349 feet of mesterlsl has been purged.

3, On volume alone, the DDI srea, which has 504 of the office records
volume, conducted the most productive purge of Records Center holdings.
Its total purge effort was especially succeseful in the removal of
1,900 feet of Supplemental Distribution Material (published intelligence).
The vital records files and inactive office records also were purged
for an overall reduction of 3,535.

4., Other noteworthy developments favorably impacting on the records
gtorage problem include:

e, The annual records inventories showed & reduction of 9,285 feet
in the volume of materinl held in Agency offices, (Total in
Office on 1 July 1969 -- 212,168 feet)

b, The snnual inventory was conducted using Records Control
8chedules ns yardsticks. This improved the effectiveness of
the inventories and in many cases resulted in reduced retention
periods.

¢. Many files of the types formerly sent to the Records Center are
now destroyed in the offices by the file custodiens in accordence
with revised schedules,
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SECRET

A totsl of 51,188 feet of office files was destroyed lest year.
This is an increzse of 10,M40 feet over the previous year.

New Directorate regulatlions have been lssued establishing more
gtringent controlg over records procedures. This will have =z
favorable effect upoen office holdings end retlrements.
Directorate microfilm activities renorted lnclude:

The Cable Secretarist filmed 250,000 cables (73 feet).

The Central Reference Service of DDI econtinues its exbtensive
nrogram to photograph and convert intelllgence reports to
aperture cards,

A Clendestine Service Working Group will in the nesr future
submit recomuendstions to the DDP on the use of microfiche st
Headquarters and in Fleld Stations.

In the DDS:

Twenty-five files are being filmed for vital records storage.

In the Office of Communications engineering drewings are being
photographed.

The Office of Security ls condueting s feasibillty study on the
£ilming of polyzraph files.

DDS&T has microfilmed 185 feet of cables and intelligence reports.

Other reports and publicstlons are being studied for potential
microform applicstion,

Other significant activitiez which impact upon Agency Records

Management include:

.

The DDS&T Inventory of Office records wes computerized to provide
aceurate, acceseible dats on space, equipment, and records flow
and volumes {o facllitete thelir management,

SEGRET

Approved For Release 2000/04/14 : CIA-RDP73-00099A000200080001-9




Approved For Release 2000/04/14 S¢IfRBA73-00099A000200080001-9

b. NPIC has begun the installetion of motorized shelving, Upon
completion 4,700 square feet of floor space will be released to
vther activitlies,

¢. Motorized shelving ig scheduled for instsllation in the DDP in
December 1969, File capacity will be incressed by approximately
6% in the seme smount of floor space. _

d. The results of the feasibillity sbudy on the installation of
motorized ghelving at the Records Center are expected goon.
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DATE

TRANSMITTAL SLIP
TO

" Mr. Bannerman via Mr, Coffey
ROOM NO. BUILDING )

REMARKS:
For Review and forwarding to Col., White,

Here is the latest report from the
Records Management Bosrd.

The Purge continues with another 5,213
cu, ft. destroyed, bringing the cumue
lative total to 23,349 but the net gain
in storage capacity has only grown to
4,555 cu, ft. to date.

Several other records control actions

are reported and include microfilm
activity.
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